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If the committee agree with the proposals, 

they must respond within 28 days of 

receipt of the employeeôs request. 
 

If the committee do NOT agree, they must 

meet with the employee concerned to 

discuss the request within 28 days of 

receiving it.  The employee can be accompanied 

to the meeting by a work colleague or trade union 

representative and HR can also be present. 
 

Committee agree with request Committee disagree with request 

The Headteacher or HoS must inform the employee in 

writing of their decision within 14 days of the meeting. 
If the request is accepted, then the 

employee must be informed in writing, 

confirming the change to their contract and 

when it becomes effective. 

 
If the employeeôs request is refused, the employee 

must be informed of the reasons for refusal, 

explaining why they apply in the circumstances, and 

set out the appeal procedure. 
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